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ACRONYMS
AACR Anglo-American Cataloging Rules
ALA American Library Association
CETA Comprehensive Employment and Training Act
EEO Equal Employment Opportunity
GM General Motors
LCS Library Computer System
LPC Least-Preferred Coworker
OCLC Ohio College Library Center
OLPR Office for Library Personnel Resources
OSHA Occupational Safety and Health Administration
INDEX
Academic librarians. See Librarians,
academic.
Affirmative action: necessity for, 94-
96; impact of, on supervisory respon-
sibilities, 96-97; and staff develop-
ment, 98-99; and evaluation, 99-100;
and adverse personnel actions, 100-
03; and grievance procedures, 101-03.
Affirmative action plan, development
of a, 104-05.
ALA/EEO policy, 94.
Annual reviews, 3. See also Evaluation.
Argyris, Chris, 52.
Authority, of supervisors, 34.
Automation, and effects on super-
vision, 6-7.
Bare, Alan, 57-58.
Earth's distinction, 9.
Binder, Michael B., 35-36.
Boyd, Bradford, 85.
Broadwell, Martin, 66.
Budgeting, and problems of service, 34.
Canelas, Dale B., 39.
Change, encouragement of, as motiva-
tor, 51.
Chemers, Martin M., 25.
Civil Rights Act of 1964, Title VII, 93.
Clark, Grover M., 97.
Clerical personnel. See Personnel,
clerical.
Climate, Social. See Social climate.
Climate, Supportive. See Supportive
climate.
Collective bargaining, 38.
Communication: and supervision, 75-
79; upward, 76; nonverbal, 78-79;
and discipline, 100-01.
Competence, and confusion with en-
thusiasm, 4.
Conflict, among workers, 77.
Continuing education: 60-61; and staff
development, difference between, 62.
Decision-making: 16-17; participative,
52.
Decision process, flowchart of, 18.
Dickinson, Elizabeth, 94.
Directives, enforcement of, 35.
Disciplinary action, 87-88.
Discipline: and proper documentation,
100-01; and communication, 100-01;
and evaluation, 100-01.
Dowling, William F., 88.
Drucker, Peter, 45.
Education, Continuing. See Continuing
education.
EEO: 38; violations of, 41; regulations
of, and duplication of federal, state
and local laws, 93-94; and ALA/EEO
policy, 94.
Effectiveness, of leaders, 11.
Enthusiasm, and confusion with com-
petence, 4.
Equal Opportunity Act of 1972, 93.
Evaluation: of output, 2; quality and
quantity of, 2; and need for documen-
tation, 2; problems with, 3-4; and
importance of interview with person
evaluated, 5; and testimony of those
served, 5; and affirmative action, 99-
100. See also Annual reviews.
Faculty status, of academic librarians,
36.
Fiedler, Fred E., 24, 25, 26.
Flex-time, 36-37.
Fry, Bernard M., 30.
Gamaluddin, Ahmad F., 36.
Genaway, David, 97.
Grievance procedures, 101-03.
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Halbrook, Barbara, 71-73.
Hawthorne studies, 47.
Hertzberg, Frederick, 47-48, 54.
Higher Education Act of 1972, Title IX,
93.
Hiring: of staff, 64; and affirmative ac-
tion, 97-98.
Illinois State Library, 39.
Initiating structure, 23-24.
Interpersonal relationships. See Rela-
tionships, interpersonal.
Interview: as part of evaluation, 5; as
first step in training staff, 64.
Jackson, Ruth, 35.
Josey, E.J., 106.
Kay, Emanuel, 36.
Knowles, Malcolm, 67.
Leadership: 10, 11, 12, 17, 19, 45-46;
and management, 9-10; employee-
centered, 22-23; job-centered, 22-23;
models of, 22-26; training in, 26; qual-
ities of, in librarians, 35-36. See also
Supervision.
Least-preferred coworker, 25.
Librarians: need for supervision of, 1-2;
leadership qualities of, 35; academic,
faculty status of, 36.
Library: environment of, 31; interac-
tions among personnel in, 31-33.
Library Bill of Rights, 95.
Likert, Rensis, 22, 23.
LPC. See Least-preferred coworker.
Lynch, Beverly, 96.
McDonald's, personnel training pro-
gram of, 50.
McGregor, Douglas, 51, 53, 88.
McMahon, Marian, 73-74.
Mager, Robert, 66, 67.
Management: 12; and leadership, 9-10;
and meetings, 15-16; theory of, ap-
plied to libraries, 29; similarities be-
tween industrial and library, 30; pre-
requisites for, 81-82.
Management training, 14-15.
Manager: activities of, 9-10; character-
istics of job of, 13-14.
Manager/leader dichotomy, 9, 12.
Managerial mystique, 30.
Maslow, Abraham, 95.
Meetings: and management, 15-16; how
to run, 17; and decision-making, 16-
17.
Milwaukee Public Library, 70-71.
Morse, Nancy C., 23.
Motivation: 38, 46-47, 49, 51-55; and
importance of rewarding good per-
formance, 6; techniques of, 54. See
also Self-motivation.
Myers, Margaret, 94, 96.
Nonverbal communication. See Com-
munication, nonverbal.
Northwestern University Library, 73-
74.
Ohio State University studies, 23.
OLPR, 94.
OSHA, 37-38.
Passmore, David, 69-70.
Performance evaluations. See Evalu-
ation.
Perlman, Jeanette, 97.
Personnel: nonprofessional, in libraries,
36; clerical, shortage of, 37.
Petit, Thomas A., 35.
Phifer, Samuel, 65.
Pipe, Peter, 66.
POSDCORB, 9-10.
Power, of supervisor, 25.
Power-influence process, 11-12.
Problems, with employees: factors con-
tributing to, 82; how to deal with, 83-
84; and discussion with supervisor,
85-87; and unions and civil service,
89.
Qualifications, and clerical jobs, 58.
Recognition, of employees, necessity
of, 84.
Regulations. See Directives.
Reimer, Everett, 23.
Relationships, interpersonal, between
supervisor and employee, 24, 77-79.
Repetitive tasks, and motivation, 52-53.
Research, in supervision, 22.
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Reviews, annual. See Annual reviews.
Rewards, for performance, 6.
Ricking, Myrl, 39.
Rudy, Michelle, 94, 95.
Safety, 41. See also OSHA.
Sayles, Leonard, 88.
Schein, Edgar, 61.
Self-motivation, 49-50. See also Moti-
vation.
Shera, Jesse, 39.
Siciliano, Tony, 74.
Simon, Barry, 98.
Skokie Public Library, 74.
Social climate: and worker satisfaction,
76-77; and production and services,
76-77.
Staff development: 38; and relation to
service provided, 59; and continuing
education, difference between, 62;
and affirmative action, 98-99.
Statistics, and role in supervision, 6-7.
Supervision: effects of automation on,
6-7; research in, 22; and problems
caused by intradependent organiza-
tions, 35; techniques of, in different
types of work, 39-41 ; problems of, 69-
74; and communication, 75-79. See
also Leadership.
Supervisor: activities of, 39; personal
attitude of, 84-85.
Supportive climate: and mutual consid-
eration, 23-24; creation of, 77-79.
Tarkenton, Fran, 64-65.
Task structure, 24.
Tasks, repetitive. See Repetitive tasks.
Taylor, Frederick, 47.
Theory X, 51.
Theory Y, 51,52.
Time: management of, 14-16; devotion
of, to supervision and service, 33.
Tomczak, Tom, 70-71.
Training: and relation to service pro-
vided, 59; need for, 65-66; on-the-
job, 66-67; evaluation of, 67.
Training, in leadership. See Leader-
ship, training in.
Training, of managers. See Manage-
ment training.
University of Illinois, annual survey of
public libraries, 30.
University of Kansas Library, 69-70.
University of Michigan studies, 22.
Vroom, Victor H., 16-17, 18, 26.
Washington University School of Medi-
cine Library (St. Louis), 71-73.
White, Herbert S., 30.
Wiese, Bernice M., 39.
Work: preferred aspects of, 48; unde-
sirable aspects of, 49; framework for
analyzing, 81-82.
Worker, definition of the, 47-48
Yetton, Philip W., 16-17, 26.
